PERforM: Creating and Updating Performance Objectives

Creating and Updating Objectives for Performance
Components

There are two ways in which a Rater can begin the process of developing and updating
performance objectives for an employee. From the Rater's Home Page, the Rater can

1. Use the clickable link on the action word ‘Develop/Update Performance Objectives.’

Productivity, Exoellenoe and Results for Missouri

Monday, April 23, 2007 2:02:32 P

Reports Online Help Log Out
Home Page
Raters
My Ewplayee List FPerformance Appraisals
» View My Current Emplovees » Create New Appraisal
+ Update Incomplete Appraisals /
Parfarmance Objectives Crverturn Completed Appraisals

e » View Current Complete Appraisals
o Develop/TUpdate Pedormance Objective View All Complete Anpraisals
5 o ; o View All Complete Apprasals
» View All Objectives Pending Emplovee%

llows vou to develop new objectives or access existing All Incomplets Appraisals
objectives for modification, h Appraisals

Eeview

OR:

2. Select ‘Develop/Update Performance Objectives from the My Employees drop-down menu.

Online Help

Farformance Appraisals
o Create New Appraisal
s Update Incomplete Appraisals [
Performance Ohjectives Owerturn Completed Appraisals
o View Current Complete Appraisals
s View All Complete Apprasals

o Yiew All Tncomplete Appraisals
s Search Appraizals

e Develop/TUpdate Perdformance Obiectives
o Wiew Al Objectives Pending Emplovee
Eeview

Once the Rater selects (clicks) either link, the Rater will be taken to the Employee List —

Performance Objectives screen. This screen displays a list of the employees supervised by
the Rater.

1
State of Missouri - Office of Administration - Division of Personnel



PERforM: Creating and Updating Performance Objectives

Weleome - ALLAN FOREIS (BDEP etform_BDE) yrour role(s): A dmin Rewiewer Rater

Home My Employees Wy ys System Administration Reports Online Help Log Out

Home Page > Select Employes - Performance Objectives

Employee List - Performance Objectives How to &dd or Copy Objectives

You are responsible for supervising and appraising the following empioyess. (Click on any column keading to sort datae by that calumin in ascending
arder.) Click on an emplayes's name to developlupdate performance ohjectives.
(2) total employess

LEVY  EELLY ANN 000493 TR_AMG TECHII PERS-STAFF
|SCROGGINS | CYNTHIA 000493 TRATNING TECH IIT PERS-STAFF Tes

Once the Rater clicks on the name of the employee for whom he/she wishes to add/edit
objectives, the Rater will view the Develop/Update Performance Objectives screen.

Producumy Exoellence and Results for Mlssouﬂ

Manday, April 30, 2007 2:11:13 PM

Welcome - ALLAN FOREIS (EDE\Petform_BDE wour role(s): Admin Reviewer Rater
Home My Employees iy WE Systern Administration Reports Online Help Log Out

Home Page > Select Emplovee - Performance Obijectives > Develop/Update Performance Objectives

Employee Paaformance Objectives

Employee Information Create New Appraisal

Ewmployes Name LEVY , KELLY ANIN Oreasization PEES-STAFF

Job Title TEATNING TECH IT Supervisor Tes

‘ Select Type |—E| [ Show Performance Objectives ] ‘

From this screen, the Rater must select the type of appraisal to work with (Annual,

Probationary or Special) and then click the ‘Show Performance Objectives’ button to
proceed.

Select Type | Annual v [ Show Perfarmance Objectives ]

Frobationary
Special

After the selection has been made and the ‘Show Performance Objectives’ button has been
clicked, the Rater will view the Employee Performance Objectives screen which displays the
selected employee’s objectives and provides options to add, edit and delete objectives or
copy objectives from another employee.
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Monday, April 30, 2007 2:13:35 P Weleome - ALLAN FORBIE (BDS\Perform BDE) your role(s): Admin Reviewer Rater
0 Reports Online Help )

Home Page = Select Emplovee - Performance Objectives » DevelopUpdate Performance Objectives

Employee Paxformance Objectives - Annual

Employee Information Create INew Appraisal
Ewmployee Name LEVY | KELLY ANN Organization DERS-STAFF
Job Title TRAMNING TECH IIT Supervisor Yes

Select Tvpe IAnnuaI ¥ ‘ [ Show Performance Objectives ] ‘
All Anmual Performance Objectives have been reviewed with your emplovee and all the necessary signatures have been obtamed on a ) Ves ®No
Performance Plan document. Is this correct?
Performance Objectives Swmmary Collapse Component Details  Expand Componest Details

» (Fnowledge of Work) has (3) objective(s)

o (Quality of Worle) has (1) objective(s)

s (Siwational Responsiveness) has (1) objective(s)
o (Inifiative) does not have any objectives.

s (Dependability) does not have any objectives.

s (Performance Planning and Documentation) does not have any objectives.
o (Leadership 3kills) does not have any obiectives.
o (Management Skills) does not have any objectives

3 1 4

(3) intal ohjectives [Delete Selected Objectives ] [Add Objectives] [Cepy Objeetives] [ Priarmance Plan Print Preview ]

Edit Learn the Management Training Rule and how each program we provide corresponds to the Rule. Knowledge of Work

%t Review all materials for each training program you conduct at least two days prior to the session and discuss
any questions or concerns with your co-trainers and supervisor.

Enowledge of Worle

Research topics pertaining to all training programs assigned to you to enhance your understanding of the
[P Edt 5 PICs P S INg prog g ) Y Y 5 . & Enowledge of Work
=== program’s content, keep up-to-date with the latest trends; and improve the program’s effectiveness.
il Edit Proofread all training materials and/or correspondence to ensure that all materials/documents are error free. Quality of Work
O Edit Respond to unexpected scheduling changes in a manner that does not impact program content and quality. Situational
- Responsiveness

The PERforM system provides individual windows for four specific performance objective
actions:

1 Add objectives

2 Edit objectives

3 Delete objectives

4 Copy objectives from another employee
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Adding Objectives

To add objectives, the Rater will click the “Add Objectives” button. When the “Add
Objectives” button is clicked, the Add Performance Objectives screen is opened. The Rater
can add new objectives in this screen by typing in the objective description, choosing a

performance component from the drop-down list and clicking either “ Save” or “Save & Add
More”.

When the Rater clicks “ Save”, the new objective will be saved to the database and a
message appears which indicates that the objective has been successfully added. The new

objective appears in a list on the right side of the screen so that the Rater can see what
objective they have added.

When a Rater clicks “Save & Add More”, the new objective will be saved to the database

and the objective description will be cleared out. A message will appear indicating that the
objective has been successfully added.

LA

Productivity, Excellence and Results for Missouri

Manday, April 30, 2007 2:18:50 P
Home Ivly Employess

Reports Online Help Log Cut

Home Page > Select Employee - Performance Objectives = Develop/Tpdate Performance Objectives

Employee Performance Objectives - Annual

Employee Information Create New Appraisal

Ewmployee Name LEVY , KELLY ANN Organization PERS-STAFF

Job Title TEATNING TECH IIT Supervisar Yes

Objective Takes the initiative to anticipate necessary steps to (13 objectives added

Description c:c.vrnp lete work and prepare for those steps ahead of Perf & Objectives Conmonent

time. . =
e Takes the initiative to anticipate ary steps to complete Initiative
wotk and prepare for those steps ahead of titme.
Cotnponent | Initiative v
Save [ Save & Add More ] [ Cancel ]Back to Objectives
Objective successfully added.

When the Rater goes back to the Develop/Update Performance Objectives screen, he or she
can see all of the objectives they have assigned to the employee for the type of appraisal
(Annual, Probationary or Special) they are working with.
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Editing Objectives

When the “Edit” hyperlink is selected next to an existing objective on the Develop/Update
Performance Objectives screen, a new window opens. In this new “Edit Performance
Objectives” screen, the Rater can alter the objective description, change the component that

the objective is associated with, or change the type of appraisal that the objective is
associated with.

Welcome - AILAN FORBIS (BDS\Perform_ BDS) your roles): Admin Reviewer Rater

n Administration Repaorts Online Help Log Cut

Home Page = Select Emplovee - Performance Objectives = Develop/Update Performance Obiectives = Edit Performance Objective

Edit Pexformance Objective - Annual

Emplayes Name SCROGGINS , CYNTHIA Crgamization DPERE-STAFF
Job Title TEATNING TECH IIT Supervisor Tes

Objective Attend training to further develop expertise

Diescription

Component | Knowledge of Wark bt

Back to Objectives  Objective successfully saved.
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Deleting Objectives

To delete an objective, click in the box next to the objective on the Develop/Update
Performance Objectives screen and then click the “Delete Selected Objectives” Button:

,'_ xS/

Reports Online Help Log Dut

Home Page = Select Employee - Performance Objectives = Develop/Update Performance Objectives

Employee Performance Objectives - Anmual

Employee Information Create New Appraizal
Ewplavee Name LEVY | KELLY ANIY Orgamization DPERS-STAFF
Job Title TRATNING TECH IIT Supervisor Tes
Select Type | Annual & [ Show Petformance Objectives ] ‘
All Avmual Performance Objectiv.es have been reviewed with your emploves and all the necessary signatures have been obtained on a O Yes ®No
Performance Plan document. Is this correct?
Ferformance Ohjectives Summary Collapse Component Details  Expand Component Details
(8) total ohjectives [Delete Selected Objectives ] [Add Objecli\res] [Cupy Objectives] | Performance Plan Print Preview |
H Select All Objective Description To delete objectives, put a checkmark in the box to the left - Component Name
of the objective you wish to delete.
Edit Displays a significant level of skill executing daily tasks Enowledge of Worl
T4y Review all materials for each training program you conduct at least two days prior to the session and Bnlldlas of Terk

dlSCuSS any questions or concerns Wlth your co-trainers and SUpPervisor.

If a Rater wants to delete all the objectives, he or she can click the box next to the words
“Select All” and then click the delete selected objectives button.

When one or more objectives are selected to delete, a confirmation message will be
displayed. Click “Ok” to delete the selected objectives:

g Microsoft Internet Explorer,

?)

/ Are you sure vou want ko delete the selected objectives?

DKR;_][ Cancel |

A message will be displayed indicating the objectives were successfully deleted and the
screen is refreshed:
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Copying Objectives for One Employee from Another Employee

To initiate this function, the Rater must first select the employee for whom they want to
create objectives for from their employee list on the Performance Objectives screen.

__--—PLk_. ,,'"\ = . _

Productivity, Excellence and Results for Missouri

Monday, April 23, 2007 2:11:41 PM
Home My Employees

Welcome - ALLAN FOREILS (BD3\P etform_BDE) your roles): A dmin Rewviewer Rater
tem Administration Reports Online Help Log Out

Home Page = Select Employee - Performance Cbjectives

Employee List - Performance Objectives How to &dd or Copy Objectives

Tou are responsihie for supervising and appraising the following emplayees. (Click an any colummn heading io sort daia by thai column in ascending
arder.) Click an an employee s name to developfupdate performance ohjectives.

(23 total emplovees
LEVY ,KELLY ANN 000433 TEATNING TECH IIT PERS-STAFF
SCROGGINS, CYNTHIA 000453 TRAINING TECH Iii PERS-STARE Yes

Clicking on the employee’s name will bring up a screen for the Rater to indicate the type of
appraisal they are developing performance objectives for (Annual, Probationary, Special).

The Rater will select the type of appraisal and click the ‘Show Performance Objectives’
button.

Productivity, Excellence and Results for Missou

Monday, April 30, 2007 2:30:11 PM
Haome Wy Employees

Weleome - ALLAN FORBIZ (BDE\Petform_ BDE) srour role(s): A dmin Reviewer Rater
1 Administration Reports Online Help Log Out

Home Page = Select Emplovee - Performance Objectives » Develop/Update Performance Cbjectives

Employee Performance Objectives

Employee Information Create Mew Appraizal

Emplayes Mame SCROGGINS  CYNTHIA Organization PERS-STAFF

Jab Title TEATNING TECH I Supervisar Yes

‘ Select Type i4nn __:I | Show Performance Objectives ,\l ‘

This displays any objectives that the employee may already have for that appraisal
type.
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The Missouti Slate Empioyas Onling Performancs Appralss! Sysi

PUE

Productivity, Excelience and Results for Missouri

Monday, April 30, 2007 2:31:29 PM Welcome - ALLAN FORBIS (BDSPerform_BDE) yrour role(s): A dmin Reviewer Rater

Online Help

Home Page > Select Employee - Performance Objectives > Develop/Tpdate Performance Objectives

Employee Performance Objectives - Annual

Employee Information Create MNew Appraisal
Employee Name SCROGGINS | CYNTHIA Organization PERS-STAFF
Jokb Title TEATNING TECH IIT Supervisar YTes

Select Type | Annual V| [‘ Show Performance Objectives ] ‘
A1 Annual Performance Objectives have been reviewed with vour employee and all the necessary signatures have been obtained on a
Performance Plan document. Is this correct?

Ferformance Objectivas Summary Collapse Component Detaille  Expand Component Details

+ (Enowledge of Work) has (3) objective(s)

(Quality of Work) has (1) objective(s)

(Sitnational Eesponsiveness) has (1) objective(s)

(Truhiative) has (1) objective(s)

(Dependability) does not have any objectves

(Performance Planning and Documentation) does not have any objectives.
(Leadership Zlills) does not have any objectives.

(Management Skills) does not have any objectives.

(6] tatal ohjectives [Delete Selected Objectives ] [Add Objeclives] [Cepy Objeetivee] [ Prfarmance Plan Print Praview ]
M Select All |Edit| Objective Description Component Name
O Edit Complete 7 Habits of Highly Effective People certification by June 30. Enowledge of Work

The rater clicks the copy objectives button and is taken to a page where they can select an
employee to copy from:

PER;

Productivity, Excellence /and Results for Missouri

Monday, April 30, 2007 2:33:02 PM

Home Page » Select Emplovee - Performance Objectives > Develop/Update Performance Objectives » Copy Performance Objective

Copy Peaxrformance Objectives - Annual How to Copy Ohbjectives
Employes Name SCROGGINS , CYNTHIA Organization PER3-STAFF

Job Title TEATNING TECH ITIT Suparvisor Tes

| Copy objectives from! Selact Employes V|

Cancel | Back to Objectives
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After selecting a person, a list of objectives is displayed. The Rater then selects the
objectives he or she wishes to copy from the list by checking the box next to the objectives
and then clicking the copy button.

AN . 7

Productivity, Excellence and Results for Missouri

Maonday, April 30,

2007 23315 PM

I

Home Page = Select Emplovee - Performance Objectives = DevelopMpdate Perfortnance Objectives » Copy Petformance Objective

Copy Performance Objectives - Annual

How to Copy Objectives

Employee Name SCROGGINS , CYNTHIA Organization PERS-STAFF

Job Title TEATNING TECH IIT Supervisor Tes
| Copy objectives from | LEVY , KELLY ANN v ‘
{11) abjectives

Learn the Management Training Rule and how each program we provide corresponds to the Training Rule. Enowledge of Work

a Facilitate three training programs each week. Quality of "W ork
Proofread all training materials and/or correspondence to ensure that all materials/documents are error free. Quality of Work

il Demonstrate prescribed resolution strategies when confronted with difficult participant behaviors when training.  Situational Respeonsiveness
O Ensure training materials are prepared and ready at least two days in advance of training sessions. Initiative

il Arrive in the Training Room to greet participants at least 30 minutes prior to each session you present. Dependability

O Complete performance planning and appraisals for all staff you supervise according to established policy Performance Planning and

requirements. Diocumnentation
| Identify and implement at least one professional development activity for each employee you supervise. Leadership Skills
O Conduct weekly meetings with your staff to ensure that their work assignments are progressing as directed. Management Skills

Cancel | Back to Objectives

The following message appears and the user can either select additional objectives to copy
or go back to objectives.

Ubjectives successfilly copied.

Cancel | Back to Obiectives
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